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OFFICE OF GENERAL SEBVICES |
| REPGRY OF O TRATIONS |
FKOM: Chief, Records Masagement & Distribution Eranch
70t Chief, GCeneral Sexrvices ‘
SUEJECT: ‘eekly Repert of Operatisms for the peried emding

7 Jayuary 1953 "
A, Persommel (n Duty Vacameies In Process
Office of Chief () o 25X1
Ree, Mgt. Sectiom 6~ 5
Rec, Center Sectiem 5 27
11 Comtrol Sectiiom %g 1 % af
3 -

1. Yo, on leave thrco days or mores
Hecords Mgt, Sectiomsd -
21l Comtrol SectiomsD =
fecords Center ec, -1

2, No, on special detail eut of office S, How lomg?
Records Mgt, Sectiom « 1 Full week
Recdords Center Sec, -~ 2 Fu'l week
1ail Comtysl Section - 2 Pull week

3. vWhere: Four men in the Far East for mierophotegraphy werk.
One man in Tramsportation Division as full time
courier,

4, Yo, mendimg resignatiom, transfer and/or reaseigmment,
Records Monogement Seetion - 1

Hecords Center -3,
“241 Control -9
5, Specific c-se on Item /4 mot in previous reportd, Fone,

X : :
6. New applicamts interviewed Nome ., Recruited by Persomnel lNcne
Reeruited by this office Nome . -

B, Adninistration and Problems:

1. The microfilming of material on losn from the Expoﬂ'plmport
Bank was compieted within the required deadline of
31 December. This w-s a specisl project fér (RR,
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1. Herof - )m ths
Images T{imedeRotary Camera : 10,735 zc_s,,",.’ 21,300
Flat-be¢ Camera 3'7g7 20 13,000

2. Rocerds Center
Neocords receivec for processing

«'md -W 7 % I P
ileferenoes to Tocord material 80 /' R20
Records material destroyed 0 o B

3. Supplemsntal Listribution Center

&, New material for . iocli: ’ :
Information Reports T 5.9
Intellipence Renorts 40 0

b, Supnlemental Diastributlon:
Information Renorts 1397 229
Tntelligence Reports 93/, 160
Notices : 1 54
Hepulations 1 145
Others o bV A

c. Initial Distribution: 7
Totices 0 3.8
flegulations 0 1.3
Gtharﬂ 0 a3

Le Vail ‘ctivities

a, Post Cffice Mall 3345 5150
Incoming 5
Outgoing 4000 6550

b, Tostage expended % 629,35 ¢ T75,00

¢, Scheduled Courier triss 1681 225,

4, Speeial Courier tx‘ﬁzp} g j 52 33.4

i A ¥ '

e, Inter-agenmey mail by ceurier '
Inconing 1217 70
Outgoing 12 1275

£, Persomnel actions:
Recruitnents b . | —
Separations 0 | e
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B ST* . SIZRVICE
MAIL AND COURIER ACTIVITIES (VL:KLY) ——

Courier trins

Brief cise to 12 Bldge, _462 stops

Bulk to 19 Bldgs. _418 stops
Remote Agemcy and imteragency doliveries. (adso
Includes IAC agencies) 28 tuildings 280 stops

Specigal trips 47

Mail Room Aetivities
Post Office Mall

In 5750 pleces

Out T3 *°
ters rency Vil

In 756 "

Out E 1220 "

s

hooouds-Canber
RECORDS CENTER (WEEKLY)

tributiom
pis Supnlemental 57 requests for 313 items
Initial 5 distributioms of 12,820 copies

Reoords ‘
References 25 requests for 248 items
‘ [

VITAL MATERIALS (WEEKLY)

Reels of film 63
Documents 31,800
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